
CHAPTER 5

CHAPEL FUND ACCOUNTING (PART 2)

The accounting procedures for a Command
Religious Program (CRP) chapel fund for
1 month were covered in the preceding chapter.

A completed Receipts and Expenditures Record
is shown in figure II-5-1 summarizing the trans-
actions for the month of August 1980 (fiscal year

1980). This chapter will be a continuation of the
transactions for September 1980 (fiscal year
1980) and October 1980 (fiscal year 1981) for the

same chapel fund.

After making the closing entries on the
Receipts and Expenditures Record for the

month of September, the quarterly and annual
Statements of Operations and Net Worth will be
explained. These two reports provide a summary
of the monetary transactions of the fund and in-
dicate the net worth of the fund at the close of
the quarter and fiscal year.

The format for this chapter will be the same
as for the last chapter. Transactions will be ex-
plained on a day-to-day basis as they occurred
during the month of September. However, the
transactions will not be explained in as much
detail as in the previous chapter, and the trans-
actions for October will be given in an abbrevi-
ated format.

ACCOUNTING APPLICATION
(SEPTEMBER)

Before proceeding to the daily transactions
for the month of September 1980 (fiscal year
1980), a short review is provided in the next few
numbered sections.

1. Name and address of command—Naval
Education and Training Program Development

Center (NAVEDTRAPRODEVCEN or NET-
PDC), Pensacola, Florida 32509.

2. Commanding officer—Isaac M. Captain,
CAPT, USN.

3. Command chaplain (United Presbyte-
rian)—John P. Jones, CDR, CHC, USN.

4. Assistant chaplain (Roman Catholic)—
Jerry E. Brown, LT, CHC, USNR.

5. Chapel fund administrator—Marvin R.
Smithers, RPC, USN.

6. Roman Catholic account custodian—
Marvin R. Smithers, RPC, USN.

7. Protestant account custodian—Alice L.
Ship, RP2, USN.

Additional guidelines or requirements will be
explained as needed during the course of
September’s daily transactions.

SEPTEMBER 1, 1980

The chapel fund administrator, RPC Marvin
R. Smithers, must ensure that all records are up
to date to begin the new month. After
thoroughly checking the transactions for the
month of August, he starts a new Receipts and
Expenditures Record for the month of Sep-
tember as shown in figure II-5-2. The beginning
balances shown in the ROMAN CATHOLIC
ACCOUNT ($1,880.37), the PROTESTANT
ACCOUNT ($2,254.18), and the COMPOSITE
BALANCE ($4,134.55) are brought forward
from the “8/31 Balance Forward” line of the
Receipts and Expenditures Record for the
month of August shown in figure II-5-1.
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Figure II-5-1.
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Figure II-5-2.
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Figure II-5-4.

Figure II-5-3.

Figure II-5-5.
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SEPTEMBER 7, 1980

The collections for the Sunday services were
counted by two adults from each religious group
(Roman Catholic and Protestant) and certified
by their respective account custodians (Roman
Catholic—RPC Marvin R. Smithers; and Prot-
estant—RP2 Alice L. Ship). Figures II-5-3 and
II-5-4 show the breakdown of the monies col-
lected. The entry required to bring the Receipts
and Expenditures Record up to date is shown in

check issued by the chapel fund administrator to
pay for the medals. The entry required to bring
the Receipts and Expenditures Record up to date
is shown in figure II-5-15.

SEPTEMBER 21, 1980

The collections for the Sunday services were
counted by two adults from each religious group

figure II-5-5. and certified by their respective account custo-

SEPTEMBER 14, 1980

dians. Figures II-5-16 and II-5-17 show the
breakdown of the monies collected. The entry
required to bring the Receipts and Expenditures
Record up to date is shown in figure II-5-18.

The collections for the Sunday services were
counted by two adults from each religious group
and certified by their respective account custo-
dians. Figures II-5-6 and II-5-7 show the break-
down of the monies collected. The entry
required to bring the Receipts and Expenditures
Record up to date is shown in figure II-5-8.

SEPTEMBER 17, 1980

The Roman Catholic Advisory Committee
and Protestant Advisory Council held a working
luncheon today to discuss the setting of goals for
the Command Religious Program for fiscal year
1981. The Roman Catholic and Protestant ac-
counts were charged the amounts indicated on
the Purchase Orders illustrated in figures II-5-9
and II-5-10 to pay for the luncheon. A check was
issued by the chapel fund administrator to cover
this expense and is shown in figure II-5-11. The
entry required to bring the Receipts and Espend-
itures Record up to date is shown in figure
II-5-12.

SEPTEMBER 18, 1980

A shipment of religious medals that was
ordered from the Ecumenical Bookstore arrived
today. Figure II-5-13 shows the Purchase Order
for this transaction; figure II-5-14 shows the

SEPTEMBER 26, 1980

As indicated in Chapter 4, the Roman
Catholic and Protestant groups purchase
flowers from Pretty Florist at a cost of $20 per
Sunday. The cost of the flowers is divided
equally between each account and is paid on the
last Friday of the month. There are four Sun-
days in September, so the cost of the flowers is
$80. However, the two groups decided to order
additional flowers for the last Sunday in
September. This purchase cost the fund another
$20 and, added to the basic $80 charge for the
month, made the total cost of the flowers $100.
Figures II-5-19 and II-5-20 show the Purchase
Orders for this transaction; figure II-5-21 shows
the check issued by the chapel fund administra-
tor to pay for the flowers. The entry required to
bring the Receipts and Expenditures Record up
to date is shown in figure II-5-22.

SEPTEMBER 28, 1980

The collections for the Sunday services were
counted by two adults from each religious group
and certified by their respective account custo-
dians. Figures II-5-23 and II-5-24 show the
breakdown of the monies collected. The entry
required to bring the Receipts and Expenditures
Record up to date is shown in figure II-5-25.
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Figure II-5-7.

Figure II-5-6.

Figure II-5-8.
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Figure II-5-9.—Purchase Order Part 3 (Roman Catholic Account, September 17, 1980).

SEPTEMBER 29, 1980

During the monthly meetings of the Roman
Catholic Advisory Committee and Protestant
Advisory Council held on 14 September, each
group decided to make a number of donations
out of their respective accounts of the CRP
chapel fund to various charities and organiza-
tions. Each group’s transactions will be ex-
plained individually in the next few sections.

Roman Catholic Group

The Roman Catholic Advisory Committee
consulted with Chaplain Brown concerning the
various organizations that they thought should

receive donations. Following the discussion with
Chaplain Brown, the committee decided to
recommend to the commanding officer that
donations be made to the following organiza-
tions and directed RPC Smithers, when
authorized, to prepare the Purchase Orders for
these donations, Approval was received and the
Purchase Orders were prepared on 29 September
1980.

1. Marynoll Missionaries —figure II-5-26
shows the Purchase Order for this transaction:
figure II-5-27 shows the check issued by the
chapel fund administrator for the donation. The
entry required to bring the Receipts and Expend-
itures Record up to date is shown in figure
II-5-28.
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Figure II-5-11.

Figure II-5-10.

Figure II-5-12.
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Figure II-5-14.

Figure II-5-13.

Figure II-5-15.
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Figure II-5-17.

Figure II-5-16.

Figure II-5-18.
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Figure II-5-19.—Purchase Order Part 3 (Roman Catholic Account, September 26, 1980).

2. Franciscan Fathers—figure II-5-29 shows
the Purchase Order for this transaction; figure

3. Sisters of Charity—figure II-5-32 shows

II-5-30 shows the check issued by the chapel
fund administrator for the donation. The entry
required to bring the Receipts and Expenditures
Record up to date is shown in figure II-5-31.

 the Purchase Order for this transaction; figure
II-5-33 shows the check issued by the chapel
fund administrator for the donation. The entry
required to bring the Receipts and Expenditures
Record up to date is shown in figure II-5-34.

4. Sacred Heart Hospital—Figure II-5-35
shows the Purchase Order for this transaction;
figure II-5-36 shows the check issued by the
chapel fund administrator for the donation. The

entry required to bring the Receipts and Expend-
itures Record up to date is shown in figure
II-5-37.

5. Most Holy Sacrament Convent—figure
II-5-38 shows the Purchase Order for this trans-
action; figure II-5-39 shows the check issued by
the chapel fund administrator for the donation.
The entry required to bring the Receipts and Ex-
penditures Record up to date is shown in figure
II-5-40.

6. St. Bernard Seminary—figure II-5-41
shows the Purchase Order for this transaction;
figure II-5-42 shows the check issued by the
chapel fund administrator for the donation. The
entry required to bring the Receipts and Expend-
itures Record up to date is shown in figure
II-5-43.
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Figure II-5-21.
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Figure II-5-24.

Figure II-5-23.
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Figure II-5-27.

Figure II-5-26.
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Figure II-5-30.

Figure II-5-29.

Figure II-5-31.
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Figure II-5-33.

Figure II-5-32.
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Figure II-5-36.

Figure 11-5-35.

Figure II-5-37.
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Figure II-5-39.
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Figure II-5-42.

Figure II-5-41.

Figure II-5-43.
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Figure II-5-45.

Figure II-5-44.

Figure II-5-46.
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Protestant Group

The Protestant Advisory Council consulted
with Chaplain Jones concerning the various
organizations that they thought should receive
donations. Following the discussion with
Chaplain Jones, the council decided to recom-
mend to the commanding officer that donations
be made to the following organizations and
directed RP2 Ship, when authorized, to prepare
the Purchase Orders for these donations. Ap-
proval was received and the Purchase Orders
were prepared on 29 September 1980.

1. Navy Relief Society—figure II-5-44 shows
the Purchase Order for this transaction; figure
II-5-45 shows the check issued by the chapel
fund administrator for the donation. The entry
required to bring the Receipts and Expenditures
Record up to date is shown in figure II-5-46.

2. American Red Cross—figure II-5-47
shows the Purchase Order for this transaction;
figure II-5-48 shows the check issued by the
chapel fund administrator for the donation. The
entry required to bring the Receipts and Ex-
penditures Record up to date is shown in figure
II-5-49.

3. American Bible Society—figure II-5-50
shows the Purchase Order for this transaction;
figure II-5-51 shows the check issued by the
chapel fund administrator for the donation. The
entry required to bring the Receipts and Ex-
penditures Record up to date is shown in figure
II-5-52.

4. Church World Service-figure II-5-53
shows the Purchase Order for this transaction;
figure II-5-54 shows the check issued by the
chapel fund administrator for the donation. The
entry required to bring the Receipts and Ex-
penditures Record up to date is shown in figure
II-5-55.

5. World Relief Commission—figure II-5-56
shows the Purchase Order for this transaction;
figure II-5-57 shows the check issued by the
chapel fund administrator for the donation. The
entry required to
penditures Record
II-5-58.

bring the Receipts and Ex-
up to date is shown in figure

6. World Vision International—figure
II-5-59 shows the Purchase Order for this trans-
action; figure II-5-60 shows the check issued by
the chapel fund administrator for the donation.
The entry required to bring the Receipts and
Expenditures Record up to date is shown in
figure II-5-61.

CLOSING ENTRIES
(SEPTEMBER 30, 1980)

It is time to make all the closing entries for
the month of September. First, the petty cash
fund must be replenished.

Petty Cash Vouchers

The chapel fund administrator must attach
all supporting invoices and receipts to each Petty
Cash Voucher upon surrendering them to the
Roman Catholic and Protestant account custo-
dians for payment. On each Petty Cash
Voucher, the chapel fund administrator writes
the word “Paid” followed by the date and the
number of the check which will be used to make
replenishment to the chapel fund. Figures
II-5-62, II-5-63, II-5-64, and II-5-65 show the
Petty Cash Vouchers charged to the Roman
Catholic and Protestant accounts for the month
of September.

Purchase Order
(Part 3)

Each of the account custodians prepares a
Purchase Order for the amount that was used by
their individual accounts. The Roman Catholic
account custodian would prepare a Purchase
Order for $20.84 which is the amount that was
charged to his account for the month. Figure
II-5-66 shows this Purchase Order. The Protes-
tant account custodian would prepare a Pur-
chase Order for $21 which is the amount
that was charged to her account for the month.
Figure II-5-67 shows this Purchase Order.
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Figure II-5-51.

Figure II-5-50.

Figure II-5-52.
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Figure II-5-54.

Figure II-5-53.

Figure II-5-55.
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Figure II-5-57.

Figure II-5-56.
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Figure II-5-60.

Figure II-5-59.

Figure II-5-61.
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Figure II-5-62.—Petty Cash Voucher (Roman Catholic Account, September 2, 1980).

Figure-II-5-63.— Petty Cash Voucher (Protestant Account, September 2, 1980).
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Figure II-5-64.—Petty Cash Voucher (Prostestant Account, September 18, 1980).

Figure II-5-65.—Petty Cash Voucher (Roman Catholic Account, September 2, 1980).
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Figure II-5-67.

Figure II-5-66.
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Figure II-5-68. Figure II-5-69. Figure II-5-70.
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Checking Account

Figure II-5-68 shows the check issued to the
NETPDC chapel fund administrator. This check
is issued for the total amount of the Purchase
Orders ($41.84) shown in figures II-5-66 and
II-5-67 for the Roman Catholic ($20.84) and
Protestant ($21 ) accounts.

Receipts and Expenditures Record

The steps required to bring the Roman
Catholic and Protestant accounts up to date are
shown in figure II-5-69.

The next thing that the chapel fund adminis-
trator must do is to total all the figures for the
month on the Receipts and Expenditures
Record. This is where he must check his work
thoroughly so that he can start the next month’s
records without difficulty. Figure II-5-70 shows
the totals for the month of September. The
following arithmetic functions summarize this
procedure:

ROMAN CATHOLIC ACCOUNT
BALANCE (9/1)

ROMAN CATHOLIC RECEIPTS
(9/1 —9/30)

TOTAL
ROMAN CATHOLIC EXPENDITURES

(9/1–9/30)
ROMAN CATHOLIC ACCOUNT

BALANCE (9/30)

PROTESTANT ACCOUNT BALANCE
(9/1)

PROTESTANT RECEIPTS (9/1—9/30)
TOTAL
PROTESTANT EXPENDITURES

(9/1–9/30)
PROTESTANT ACCOUNT BALANCE

(9/30)

ROMAN CATHOLIC ACCOUNT
BALANCE (9/30)

PROTESTANT ACCOUNT BALANCE
(9/30)

COMPOSITE BALANCE (9/30)

IT IS IMPERATIVE THAT THE CHAPEL
FUND ADMINISTRATOR CHECK ALL THE
FIGURES TO ENSURE THAT THE REC-
ORDS ARE CURRENT AND ACCURATE!

One final entry is required on the Receipts
and Expenditures Record. The chapel fund
administrator makes the closing entry shown in
figure II-5-7 1 and is now ready to prepare the
quarterly and annual Statements of Operations
and Net Worth.

STATEMENT OF OPERATIONS
AND NET WORTH

As stated in the previous chapter, a State-
ment of Operations and Net Worth will be
prepared by the chapel fund administrator at the
close of each quarter; and, a cumulative report
will be prepared annually for the fiscal year. A
copy of each Statement of Operations and Net
Worth will be posted in a place which is accessi-
ble to participants in the CRP. Also, a copy of
the annual report will be forwarded to the com-
manding officer, the command auditor, and the
Chief of Naval Operations (OP-01H) as a part of
the command chaplain’s annual report. The
form used for this report is entitled Senior
Chaplain’s Annual Report (NAVPERS 1730/9).
Both quarterly and annual statements will be ex-
plained in the next few sections.

NOTE: The statements that will be explained
are for the practice accounting application that
was performed for the NETPDC chapel fund.
Local command requirements may necessitate
that certain items be deleted or added to these
statements depending on local instructions.
Also, it may be necessary to alter the forms
themselves; however, the same basic informa-
tion as outlined in Chapter VI of NAVSO
P-3520 must be included.

QUARTERLY STATEMENT OF
OPERATIONS AND NET WORTH

The quarterly Statement of Operations and
Net Worth is prepared by the chapel fund ad-
ministrator in typewritten form on the last calen-
dar day of each quarter during the fiscal year.
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Quarterly reports for fiscal year 1980 were pre-
pared on 31 December 1979 for October,
November, and December; on 31 March 1980
for January, February, and March; on 30 June
1980 for April, May, and June; and, on 30
September for July, August and September.
Figures II-5-72, II-5-73, II-5-74, and II-5-75
show the quarterly statements for fiscal year
1980. For the purposes of this application, the
quarterly statement for July, August, and
September will be explained in this section.

Figure II-5-76 shows the completed State-
ment of Operations and Net Worth for this last
quarter of fiscal year 1980. Refer to this figure
for an explanation of each entry on the state-
ment. NOTE: Entries are numbered 1 through
17 and will be explained in numerical sequence.

1. CHAPEL FUND—this practice ac-
counting application was performed at the
Naval Education and Training Program
D e v e l o p m e n t  C e n t e r . T h e  a c r o n y m
“NETPDC” is inserted in the space provided.

2. PERIOD—the first (1 JUL 80) and the
last (30 SEP 80) calendar days of the quarter are
inserted in the spaces provided.

3. TO—the address to which the statement
is being sent is inserted in the space provided.
Since there is not a requirement to send the
quarterly reports to anyone outside the com-
mand, this statement is sent to the COMMAND
CHAPLAIN,  NAVEDTRAPRODEVCEN,
PENSACOLA, FLORIDA 32509. After review-
ing the statement, the command chaplain posts
the report so that participants in the Command
Religious Program (Roman Catholic and Protes-
tant) can see the financial status of the CRP
chapel fund.

4. FROM—the address of the individual
who is preparing the statement is entered in the
space provided. Normally, this will be the chapel
fund administrator.

5 .  N E T  W O R T H ,  B E G I N N I N G  O F
PERIOD—the first (1 JUL 80) calendar day of
the quarter is inserted in the space provided. The
beginning balance of the Roman Catholic
account on 1 July 1980 was $1,027.31. This
figure is inserted in the space provided under

ROMAN CATHOLIC ACCOUNT. The begin-
ning balance of the Protestant account on 1 July
1980 was $1,017.38. This figure is inserted
in the space provided under PROTESTANT
ACCOUNT. These balances, Roman Catholic
and Protestant, are brought forward from either
line 5 or line 9 (Net Worth, End of Period) of the
previous quarter’s statement shown in figure
II-5-77. The next step is to add these two
balances. This total ($2,044.69) is entered in the
space provided under the total column.

6. ADD: RECEIPTS (PER RECEIPTS
AND EXPENDITURES RECORD)—first, the
chapel fund administrator must total the receipts
for the Roman Catholic and Protestant accounts
from the Receipts and Expenditures Records for
each month of the quarter (July, August, and
September). Since this accounting application
did not include the daily transactions for the
month of July, the following receipts were ap-
plied to each account for that month: Roman
C a t h o l i c  ( $ 1 , 3 1 2 . 3 3 ) ;  a n d  P r o t e s t a n t
($1,350.36). The Receipts and Expenditures
Records shown in figures II-5-78 and II-5-79
show the receipts for August and September
respectively. A breakdown of this quarter’s
monthly receipts follows:

Month Roman Catholic Protestant

July $ 1,312.33 $ 1,350.36
August 1,372.01 1,416.19
September +1,046.17 + 1,085.48
Total $3,730.51 $3,852.03

The total receipts for the quarter for the two ac-
counts are placed in the spaces provided under
ROMAN CATHOLIC ACCOUNT ($3,730.51)
and PROTESTANT ACCOUNT ($3,852.03).
These two figures are added and the total is in-
serted in the TOTAL column of the statement.

Group Quarterly Receipts

Roman Catholic $3,730.51
Protestant + 3,852.03
Total $7,582.54

The total receipts for the NETPDC chapel fund
for this quarter are $7,582.54.
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Figure II-5-72.—Statement of Operations and Net Worth (Fiscal Year 1980—First Quarter).

Figure II-5-73.—Statement of Operations and Net Worth (Fiscal Year 1980—Second Quarter).
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Figure II-5-74.—Statement of Operations and Net Worth (Fiscal Year 1980—Third Quarter).

I

Figure II-5-75.—Statement of Operations and Net Worth (Fiscal Year 1980—Fourth Quarter).
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Figure II-5-76.—Statement of Operations and Net Worth (Fiscal Year 1980—Fourth Quarter, Explanation of Entries).

Figure II-5-77.—Statement of Operations and Net Worth (Fiscal Year 1980—Third Quarter, Net Worth, End
Period Entry).
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Figure II-5-78.
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Figure II-5-79.
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7. TOTAL (LINE 1 PLUS LINE 2)—in
this section, the receipts for the quarter are
added to the net worth at the beginning of the
quarter. The following arithmetic functions will
yield the figures necessary for this step.

Roman Catholic Protestant

Net Worth $ 1,027.31 $ 1,017.38
Receipts + 3,730.51 + 3,852.03
Total $4,757.82 $4,869.41

These totals are placed in the spaces provided
under  ROMAN CATHOLIC ACCOUNT
($4,757.82) and PROTESTANT ACCOUNT
($4,869.41). These two figures are added and
total is inserted in
statement.

Group

Roman Catholic
Protestant
Total

the TOTAL column of

Net Worth + Receipts

$4,757.82
+ 4,869.41
$9,627.23

the
the

8 .  LESS:  DISBURSEMENTS (PER
R E C E I P T S  A N D E X P E N D I T U R E S
RECORD)—first, the chapel fund administrator
must total the expenditures for the Roman
Catholic and Protestant accounts from the
Receipts and Expenditures Records for each
month of the quarter (July, August, and
September). Since this accounting application
did not include the daily transactions for the
month of July, the following expenditures were
applied to each account for that month: Roman
C a t h o l i c  ( $ 1 , 2 8 7 . 3 6 ) ;  a n d  P r o t e s t a n t
($1,152.78). The Receipts and Expenditures
Records shown in figures II-5-80 and II-5-81
show the expenditures for  August  and
September respectively. A breakdown of this
quarter’s monthly expenditures follows:

Month Roman Catholic Protestant

July $ 1,287.36 $ 1,152.78
August 543.92 376.97
September + 1,381.84 +1,687.00
Total $3,213.12 $3,216.75

The total expenditures for the quarter for the
two accounts are placed in the spaces provided

under  ROMAN CATHOLIC ACCOUNT
($3,213.12) and PROTESTANT ACCOUNT
($3,216.75). These two figures are added and the
total is inserted in the TOTAL column of the
statement.

Group Quarterly Receipts

Roman Catholic $3,213.12
Protestant + 3,216.75
Total $ 6,429.87

The total expenditures for the NETPDC chapel
fund for this quarter are $6,429.87.

9. NET WORTH, END OF PERIOD—in
this section, the expenditures for the quarter
(step 8) are subtracted from the total of line 1
plus line 2 (step 7) to obtain the net worth of
each account, Roman Catholic and Protestant,
at the end of the period. The following
arithmetic functions will yield the figures
necessary for this step.

Roman Catholic Protestant

Line 1 + Line 2 $4,757.82 $4,869.41
Expenditures –3,213.12 – 3,216.75
Net Worth $ 1,544.70 $ 1,652.66

The resultant differences are placed in the spaces
provided under ROMAN CATHOLIC AC-
COUNT ($1,544.70) and PROTESTANT AC-
COUNT ($1,652.66). These two figures are
added and the total is inserted in the TOTAL
column of the statement.

Group Net Worth

Roman Catholic $ 1,544.70
Protestant + 1,652.66
CRP Net Worth $3,197.36

The net worth of the NETPDC Command
Religious Program chapel fund at the end of this
last quarter of fiscal year 1980 is $3,197.36.

10. CASH IN BANK—in this section, the
chapel fund administrator must compare the
latest COMPOSITE BALANCE (30 Sept 1980)
on the Receipts and Expenditures Record with

5-39



Figure II-5-80.
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Figure II-5-81.
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the latest balance in the checkbook. Figure
II-5-82 shows the balances of the ROMAN
CATHOLIC ACCOUNT ($1,544.70), the
PROTESTANT ACCOUNT ($1,652.66), and
the COMPOSITE BALANCE ($3,197.36).
After comparing the COMPOSITE BALANCE
($3,197.36) on the Receipts and Expenditures
Record with the latest checkbook figure, the ad-
ministrator would discover that a $50 difference
existed. The checkbook figure reflects that there
is $3,147.36 in the CRP chapel fund vice the
$3.197.36 shown on the Receipts and Expendi-
ture Record. There is a valid reason for this dif-
ference! Figure II-5-83 shows the memorandum
entry m which the petty cash fund was estab-
lished at the beginning of the fiscal year. A
check was written for $50 which reduced the
total amount in the checking account by $50.
However, this $50 expenditure, $25 for both the
Roman Catholic and Protestant accounts, was
not subtracted from their respective accounts on
the Receipts and Expenditures Record;
therefore, throughout the course of the fiscal
year, the checking account balance was always
$50 less than the composite balance shown on
the Receipts and Expenditures Record.

The following arithmetic functions will yield
the figures necessary for completing this step:

Roman Catholic Protestant

Receipts and Expendi-
tures Record

Petty Cash Fund
Account Cash in Bank

Group

Roman Catholic
Protestant
CRP Fund Cash in Bank

$ 1,544.70 $ 1,652.66

–25.00 – 25.00
$ 1,519.79 $1,627.66

Account Cash in Bank

$ 1,519.70
+ 1,627.66
$3,147.36

In the first problem, the administrator simply
subtracts the $25 which each group has in the
petty cash fund from the 30 September account
balances on the Receipts and Expenditures
Record to yield the “account cash in bank” for
the Roman Catholic and Protestant accounts.
The resultant differences are placed in the
spaces provided under ROMAN CATHOLIC

ACCOUNT ($1,519.70) and PROTESTANT
ACCOUNT ($1,627.66). In the second problem,
these two figures are added and the total
($3,147.36) is inserted in the TOTAL column of
the statement.

The NETPDC Command Religious Program
chapel fund has a balance of $3,147.36 in the
checking account at the end of this last quarter
of fiscal year 1980.

11. PETTY CASH—the administrator in-
serts $25 in the spaces provided under ROMAN
CATHOLIC ACCOUNT and PROTESTANT
ACCOUNT. These two figures are added and
the total ($50) is inserted in the space provided in
the TOTAL column of the statement.

12. OTHER—this section will not be used
for this application.

13. NET WORTH, END OF PERIOD—in
this section, the money in the petty cash fund is
added to the checking account balance to obtain
the net worth of the fund at the end of the
period. The following arithmetic functions will
yield the figures necessary for completing this
step.

Roman Catholic Protestant

Cash in Bank $ 1,519.70 $ 1,627.66
Petty Cash + 25.00 +25.00
Net Worth $ 1,544.70 $ 1,652.66

Group Net Worth

Roman Catholic $ 1,544.70
Protestant + 1,652.66
CRP Net Worth $3,197.36

In the first problem, the administrator adds the
$25 which each group has in the petty cash fund
to the checkbook balance to determine each ac-
count’s net worth. The totals are placed in the
spaces provided under ROMAN CATHOLIC
ACCOUNT ($1,544.70) and PROTESTANT
ACCOUNT ($1,652.66). In the second problem,
these two figures are added and the total
($3,197.36) is inserted in the TOTAL column of
the statement.
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Figure II-5-82.
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Figure II-5-83.

Figure II-5-85.

Figure II-5-84.
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The net worth of the NETPDC Command
Religious Program chapel fund at the end of this
last quarter of fiscal year 1980 is $3,197.36.

1 4 .  T O T A L  A M O U N T  O F  O R D E R S
PLACED BUT NOT PAID—this section shows
the financial obligations for which funds have
not been expended. The merchandise which was
ordered on 29 September by the Roman Catholic
and Protestant account custodians pictured in
figures II-5-84 and II-5-85 has not been received.
The administrator must take the following steps
to show these outstanding Purchase Orders on
the statement. First, he totals all the financial
obligations for each account in the fund. In this
case, the only obligations which the Roman
Catholic and Protestant account custodians
have made are shown in figures II-5-84 and
II-5-85. The administrator inserts $75 in the
space provided under ROMAN CATHOLIC
ACCOUNT; and, $63 in the space provided
under PROTESTANT ACCOUNT. These two
figures are added and the total ($138) is inserted
in the TOTAL column of the statement. NOTE:
Since merchandise is not paid for until actually
received, the net worth of the fund is not
affected by these outstanding obligations. This
section simply shows that certain obligations
have been made and that the fund will probably
decrease at a future date by the amounts in-
dicated.

15. BLANK—this section may be used for
any comments which the administrator deems
necessary to explain the statement.

16. TYPED NAME AND GRADE OF
FUND ADMINISTRATOR—the name and rate
of the NETPDC chapel fund administrator is
entered in the space provided. MARVIN R.
SMITHERS, RPC, is the correct entry for this
application.

17. SIGNATURE—the chapel fund admin-
istrator signs his name in the space provided.

This completes the quarterly Statement of
Operations and Net Worth for July, August,
and September 1980. RPC Smithers would give
the statement to the command chaplain, who
would review the statement and then post a copy

in a conspicuous place for viewing by par-
ticipants in the CRP.

ANNUAL STATEMENT OF
OPERATIONS AND NET WORTH

The annual Statement of Operations and Net
Worth is prepared by the chapel fund adminis-
trator in typewritten form on the last calendar
day of the fiscal year. This statement is very
similar to the quarterly statements and contains
the same basic information. However, a copy of
this statement must be sent to the commanding
officer, the command auditor, and the Chief of
Naval Operations (OP-01H) as part of the com-
mand chaplain’s annual report. Figure II-5-86
shows the completed Statement of Operations
and Net Worth for fiscal year 1980. An explana-
tion of each entry on the statement follows.
NOTE: As was done for the quarterly statement,
entries are numbered 1 through 17 and will be
explained in numerical sequence.

1. CHAPEL FUND—the acronym “NET-
PDC” is inserted in the space provided.

2. PERIOD—the first (1 Oct 79) and last
(30 Sep 80) calendar days of fiscal year 1980 are
inserted in the spaces provided.

3. TO—the address to which the statement
is being sent is inserted in the space provided.
COMMAND CHAPLAIN, NAVEDTRAPRO-
DEVCEN, PENSACOLA, FLORIDA 32509, is
used for this application. After reviewing the
statement, the command chaplain posts the
report in a conspicuous place so that par-
ticipants in the Command Religious Program
(Roman Catholic and Protestant) can see the
financial status of the fund. Since this is the
annual report, the command chaplain would
also ensure that a copy of the statement is sent to
the commanding officer, command auditor, and
Chief of Naval Operations (OP-01H) as a part of
the command chaplain’s annual report utilizing
the form entitled Senior Chaplain’s Annual
Report (NAVPERS 1730/9).

4. FROM—CHAPEL FUND ADMINIS-
TRATOR, NAVEDTRAPRODEVCEN, PEN-
SACOLA, FLORIDA 32509, is inserted in the
space provided.
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Figure II-5-86.—Statement of Operations and Net Worth (Fiscal Year 1980, Explanation of Entries).

Figure II-5-87.—Statement of Operations and Net Worth (Fiscal Year 1980—First Quarter, Net Worth, Beginning of Period
Entry).
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4. FROM—CHAPEL FUND ADMINIS-
TRATOR, NAVEDTRAPRODEVCEN, PEN-
SACOLA, FLORIDA 32509, is inserted in the
space provided.

5 .  NET WORTH,  BEGINNING OF
PERIOD—the first (1 Oct 79) calendar day of
the fiscal year is inserted in the space provided,
The beginning balance of the Roman Catholic
account on 1 October 1979 was $1,619,73. This
figure is inserted in the space provided under
ROMAN CATHOLIC ACCOUNT. The begin-
ning balance of the Protestant account on
1 October 1979 was $1,743.67. This figure is in-
serted in the space provided under PROTES-
TANT ACCOUNT. These two balances were
obtained from the quarterly statement shown in
figure II-5-87. The next step is to add the two
balances. This total ($3,363.40) is entered in the
space provided under the TOTAL column.

6. ADD: RECEIPTS (PER RECEIPTS
AND EXPENDITURES RECORD)—the
chapel fund administrator must total the receipts
for the Roman Catholic and Protestant accounts
from the quarterly Statements of Operations
and Net Worth shown in figures II-5-72, II-5-73,
II-5-74, and II-5-75. A breakdown of the
receipts on these statements follows:

Roman Catholic Protestant
Quarter Receipts Receipts

1ST $ 4,055.47 $ 4,175.79
2ND 3,769.45 4,171.02
3RD 3,861.26 3,960.81
4TH + 3,730.51 + 3,852.03

Total $ 15,416.69 $ 16,159.65

The total receipts for the fiscal year for the two
accounts are placed in the spaces provided under
ROMAN CATHOLIC ACCOUNT ($15,416.69)
and PROTESTANT ACCOUNT ($16,159.65).
These two figures are added and the total is in-
serted in the TOTAL column of the statement.

Group Annual Receipts

Roman Catholic $ 15,416.69
Protestant + 16,159.65
Total $31,576.34

The total receipts for the NETPDC chapel fund
for fiscal year 1980 are $31,576.34.

7. TOTAL (LINE 1 PLUS LINE 2)—in
this section, the receipts for the fiscal year are
added to the net worth at the beginning of the
year. The following arithmetic functions will
yield the figures necessary for this step.

Roman Catholic Protestant

Net Worth $ 1,619.73 $ 1,743.67
Receipts + 15,416.69 + 16,159.65
Total $ 17,036.42 $ 17,903.32

These totals are placed in the spaces provided
under  ROMAN CATHOLIC ACCOUNT
($17,036.42) and PROTESTANT ACCOUNT
($17,903.32). These two figures are added and
the total is inserted in the TOTAL column of the
statement.

Group Net Worth + Receipts

Roman Catholic $ 17,036.42
Protestant + 17,903.32
Total $34,939.74

8 .  LESS:  DISBURSEMENTS (PER
R E C E I P T S A N D E X P E N D I T U R E S
RECORD)—the chapel fund administrator must
total the expenditures for the Roman Catholic
and Protestant accounts from the quarterly
Statements of Operations and Net Worth shown
in figures II-5-72, II-5-73, II-5-74, and II-5-75. A
breakdown of the expenditures on these
statements follows:

Roman Catholic Protestant
Quarter Expenditures Expenditures

1ST $ 2,847.62 $ 3,896.27
2ND 2,794.98 2,515.20
3RD 6,636.00 6,622.44
4TH +3,213.12 +3,216.75
Total $15,491.72 $16,250.66

The total expenditures for the fiscal year for the
two accounts are placed in the spaces provided
under  ROMAN CATHOLIC ACCOUNT
($15,491.72) and PROTESTANT ACCOUNT
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($16,250.66). These two figures are added and
the total is inserted in the TOTAL column of the
statement.

Group Annual Expenditures

Roman Catholic $ 15,491.72
Protestant + 16,250.66
Total $ 31,742.38

The total expenditures for the NETPDC chapel
fund for fiscal year 1980 are $31,742.38.

9, NET WORTH, END OF PERIOD—in
this section, the expenditures for the fiscal year
(step 8) are subtracted from the total of line 1
plus line 2 (step 7) to obtain the net worth of
each account, Roman Catholic and Protestant,
at the end of the period. The following
arithmetic functions will yield the figures
necessary for this step.

Roman Catholic Protestant

Line 1 + Line 2 $  17,036.42 $ 17,903.32
Expenditures – 15,491.72 – 16,250.66
Net Worth $ 1,544.70 $ 1,652.66

The resultant differences are placed in the spaces
provided under ROMAN CATHOLIC AC-
COUNT ($1,544.70) and PROTESTANT AC-
COUNT ($1,652.66). These two figures are
added and the total is inserted in the TOTAL
column of the statement.

Group Net Worth

Roman Catholic $ 1,544.70
Protestant + 1,652.66
CRP Net Worth $3,197.36

The net worth of the NETPDC Command
Religious Program chapel fund at the end of
fiscal year 1980 is $3,197.36. NOTE: The net
worth figures on the annual statement should be
the same as the net worth figures on the last
quarterly statement for the fiscal year. The
administrator would compare the last quarterly
statement (figure II-5-75) with the annual state-
ment (figure II-5-86) and discover that the
figures matched in this application.

10. CASH IN BANK—the explanation in
step 10 of the quarterly statement applies here
also.

11. PETTY CASH—the explanation in step
11 of the quarterly statement applies here also.

12. OTHER—this section will not be used
for this application.

13. NET WORTH, END OF PERIOD—the
explanation in step 13 of the quarterly statement
applies here also.

14 .  TOTAL AMOUNT OF ORDERS
PLACED BUT NOT PAID—the explanation in
step 14 of the quarterly statement applies here
also.

15. BLANK—the chapel fund administrator
may use this section for comments pertinent to
the statement. RPC Smithers inserted the
following comments:

COPY TO:
CHIEF OF NAVAL OPERATIONS (OP-01H)
COMMANDING OFFICER
COMMAND AUDITOR

16. TYPED NAME AND GRADE OF
FUND ADMINISTRATOR—the explanation in
step 16 of the quarterly statement applies here
also.

17. SIGNATURE—the explanation in step
17 of the quarterly statement applies here also.

This completes the annual Statement of
Operations and Net Worth for fiscal year 1980
for NAVEDTRAPRODEVCEN. RPC Smithers
would give the statement to the command
chaplain, who would review the statement and
then post a copy in a conspicuous place for
viewing by participants in the CRP. Also, the
command chaplain would attach a copy of the
statement to the command chaplain’s annual
report which is sent to the commanding officer,
command auditor, and the Chief of Naval
Operations (OP-01H).

The chapel fund administrator is now ready
to begin the accounting cycle for fiscal year
1981.
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ACCOUNTING APPLICATION
(OCTOBER)

Before proceeding to the transactions for the
month of October (fiscal year 1981) a short
review and update are provided in the next few
numbered sections.

1. Name and address of command—Naval
Education and Training Program Development
Center (NAVEDTRAPRODEVCEN or NET-
PDC), Pensacola, Florida 32509.

2. Commanding officer—Isaac M. Captain,
CAPT, USN.

3. Command chaplain (United Presbyte-
rian)—John P. Jones, CDR, CHC, USN,

4. Assistant chaplain (Roman Catholic)—
Jerry E. Brown, LT, CHC, USNR.

5. Chapel fund administrator—Marvin R.
Smithers, RPC, USN.

6. Roman Catholic account custodian—a
new custodian has been appointed to relieve
RPC Smithers of his custodial duties. Figure
II-5-88 shows the letter of appointment for
Lawrence A. Day, BT1, USN.

7. Protestant account custodian—a new
custodian has been appointed to relieve RP2
Ship. Figure II-5-89 shows the letter of appoint-
ment for Felicia G. Lane, YN3, USN.

8. Fiscal year 1981 begins on 1 October
1980; therefore, the Purchase Order numbers
for the Roman Catholic and Protestant accounts
will start with C-1 (Roman Catholic) and P-1
(Protestant). Also, the petty cash voucher
numbers will begin with the number 1.

Additional guidelines or requirements will be ex-
plained as needed during the course of October’s
daily transactions. As mentioned earlier, the
transactions for this month will not be explained
in as much detail as was done for August and
September. Figure II-5-90 shows the completed
Receipts and Expenditures Record for this first
month of fiscal year 1981. Refer to this figure

for explanation purposes as the daily transac-
tions are covered in the next sections.

OCTOBER 1, 1980

The chapel fund administrator, RPC Marvin
R. Smithers, must ensure that all records are up
to date to begin the new month and fiscal year.
After thoroughly checking the transactions for
the month of September and the quarterly and
annual Statements of Operations and Net
Worth, he would start a new Receipts and Ex-
penditures Record for the month of October.
The beginning balances shown in the 10/1 entry
of figure II-5-90 were brought forward from the
Receipts and Expenditures Record for the
month of September shown in figure II-5-91.

OCTOBER 5, 1980

Figures II-5-92 and II-5-93 show the break-
down of the monies collected for the Sunday
services for the 10/5 entry of figure II-5-90.

OCTOBER 12, 1980

Figures II-5-94 and II-5-95 show the break-
down of the monies collected for the Sunday
services for the 10/12 entry of figure II-5-90.

OCTOBER 14, 1980

Figure II-5-96 shows the Purchase Order and
figure II-5-97 shows the check issued for this
purchase for the 10/14 entry of figure II-5-90.
NOTE: This Purchase Order was originally
prepared in September. Therefore, it was
numbered C-89 because it was prepared in fiscal
year 1980.

OCTOBER 16, 1980

Figure II-5-98 shows the Purchase Order and
figure II-5-99 shows the check issued for this
purchase for the 10/16 entry of figure II-5-90.
NOTE: This Purchase Order was also originally
prepared in September. Therefore, it was
numbered P-94 because it was prepared in fiscal
year 1980.
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Figure II-5-88.—Sample Letter of Appointment for a Chapel Fund Account Custodian (Roman Catholic).
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Figure II-5-89.—Sample Letter of Appointment for a Chapel Fund Account Custodian (Protestant).
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Figure II-5-90.
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Figure II-5-91.

5 - 5 3



Figure II-5-93.

Figure II-5-92.
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Figure II-5-95.

Figure II-5-94.
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Figure II-5-98.
Figure II-5-99.

Figure II-5-96. Figure II-5-97.
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OCTOBER 19, 1980

Figures II-5-100 and II-5-101 show the
breakdown of the monies collected for the Sun-
day services for the 10/19 entry of figure II-5-90.

OCTOBER 20, 1980

Figure II-5-102 shows the Purchase Order
and figure II-5-103 shows the check issued for
this donation for the 10/20 entry of figure
II-5-90. NOTE: This is the first Purchase Order
charged to the Protestant account for fiscal year
1981; therefore, it is numbered P-1.

OCTOBER 21, 1980

Figure II-5-104 shows the Purchase Order
and figure II-5-105 shows the check issued for
this donation for the 10/21 entry of figure
II-5-90. NOTE: This is the first Purchase Order
charged to the Roman Catholic account for
fiscal year 1981; therefore, it is numbered C-1.

OCTOBER 26, 1980

Figures II-5-106 and II-5-107 show the break-
down of the monies collected for the Sunday
services for the 10/26 entry of figure II-5-90.

OCTOBER 31, 1980

As indicated earlier, the Roman Catholic and
Protestant groups purchase flowers from Pretty
Florist for the Sunday services. The cost of the
flowers is divided equally between each group
and is paid on the last Friday of the month. The
cost of the flowers for fiscal year 1980 was $20
per Sunday. However, Pretty Florist raised the
cost to $30 per Sunday for fiscal year 1981 and
the Roman Catholic and Protestant groups
agreed to this increase. Each account is charged

$15 per Sunday. There were four Sundays in
October, so the cost of the flowers is $120
(Roman Catholic account—$60 and Protestant
account—$60). Figures II-5-108 and II-5-109
show the Purchase Orders for this transaction.
Figure II-5-110 shows the check issued for this
purchase for the 10/31 entry (PRETTY
FLORIST) of figure II-5-90.

Roman Catholics observe a Holy Day of
obligation on 1 November which falls on a
Saturday this year. Saturday services are not
normally conducted at NETPDC. Therefore,
Chaplain Brown decided to conduct a Friday
evening vigil service on 31 October to afford
Roman Catholic personnel the opportunity to
fulfill their obligation. Figure II-5-111 shows the
breakdown of the monies collected for this
special service for the 10/31 entry (CATHOLIC
HOLY DAY COLLECTION) of figure II-5-90.

CLOSING ENTRIES
(OCTOBER 31, 1980)

It is now time to make all the closing entries
for the month of October. The first thing that
must be done is to replenish the petty cash fund.

Petty Cash Fund

Figures II-5-112, II-5-113, II-5-114, and
II-5-115 show the petty cash vouchers for the
month. Figures II-5-116 and II-5-117 show the
Purchase Orders prepared by the respective ac-
count custodians to cover their expenditures out
of petty cash, Figure II-5-118 shows the check
issued to the chapel fund administrator to
replenish the petty cash fund shown in the 10/31
entry (REPLENISH PETTY CASH) figure
II-5-90.

Receipts and Expenditures
Record

The next thing that the chapel fund adminis-
trator must do is to total all the figures on
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Figure II-5-101.

Figure II-5-100.
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Figure II-5-104.
Figure II-5-105.

Figure II-5-102.
Figure II-5-103.
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Figure II-5-107.

Figure II-5-106.
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Figure II-5-109.

Figure II-5-108.

Figure II-5-110.

5 - 6 1



Figure II-5-111.—Chapel Fund Receipt Voucher (Roman Catholic Service, October 31, 1980).
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Figure II-5-112.—Petty Cash Voucher (Roman Catholic Account, October 1, 1980).

Figure II-5-113.—Petty Cash Voucher (Protestant Account, October 1, 1980).
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Figure II-5-114.—Petty Cash Voucher (Protestant Account, October 9, 1980).

Figure II-5-115.—Petty Cash Voucher (Protestant Account, October 22, 1980).
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Figure II-5-117.

Figure II-5-116. Figure II-5-118.

5 - 6 5



Figure II-5-119.
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the Receipts and Expenditures Record. Figure
II-5-119 shows the totals for the month of
October.

The following arithmetic functions sum-
marize this procedure:

ROMAN CATHOLIC ACCOUNT
BALANCE (10/1)

ROMAN CATHOLIC RECEIPTS
(10/1–10/31)

TOTAL
ROMAN CATHOLIC EXPENDITURES

(10/1–10/31)
ROMAN CATHOLIC ACCOUNT

BALANCE (10/31)
PROTESTANT ACCOUNT BALANCE

(10/1)
PROTESTANT RECEIPTS

(10/1–10/31)
TOTAL
PROTESTANT EXPENDITURES

(10/1–10/31)
PROTESTANT ACCOUNT BALANCE

(10/31)
ROMAN CATHOLIC ACCOUNT

BALANCE (10/31)
PROTESTANT ACCOUNT BALANCE

(10/31)
COMPOSITE BALANCE (10/31)

$1,544.70

+ 1,372.46
$2,917.16

–503.92

$2,413.24

$1,652.66

+ 1,419.25
$3,071.91

– 652.12

$2,419.79

$2,413.24

+ 2,419.79
$4,833.03

One final entry is required on this record.
The chapel fund administrator makes the closing
entry shown in figure II-5-120. He is now ready

to start the accounting procedures for the month
of November (fiscal year 1981).

SUMMARY

The accounting procedures for a Command
Religious Program (CRP) chapel fund were ex-
plained in this chapter and the preceding chapter
of this module. Figures II-5-121, II-5-122, and
II-5-123 show the Receipts and Expenditures
Records for August (f iscal year 1980),
September (fiscal year 1980), and October (fiscal
year 1981), which were covered on a daily basis.
It is important to remember that local command
directives will outline the specific accounting re-
quirements and procedures for their CRP chapel
fund. However, each command MUST meet the
general guidelines contained in NAVSO P-3519
(Nonappropriated Fund, General Financial
Management, Policies and Principles); NAVSO
P-3520 (Nonappropriated Fund Accounting
Procedures, Chapter VI); and, OPNAVINST
1730.1 (Chaplains Manual). The Religious Pro-
gram Specialist must remain continually aware
of any changes that occur which relate to the
above documents.

Serving as a chapel fund administrator or as
an account custodian enables the RP to become
totally involved with the Command Religious
Program. Maintaining financial records is a
challenge and, at the same time, one of the most
rewarding jobs that the RP may perform.
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Figure II-5-120.
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Figure II-5-121.
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Figure II-5-122.
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Figure II-5-123.
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